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FOREWORD 


This booklet has been prepared to provide you with a 
general knowledge of the organisation of which you 
are a member and to ensure that you are aware of your 
rights, privileges and responsibilities as an employee of 
The Sydney County Council. 


The summary of the foundation, growth and present 
organisation of the Council indicates the primary func- 
tions of the Undertaking, the size of the area for which 
we are responsible and how the organisation is struc- 
tured for the efficient supply of electricity to our 
customers. 


The major part of this book contains information con- 
cerning your conditions of employment, responsi- 
bilities toward your employer and your entitlements 
which will be of benefit to you for the duration of your 
service. 


You should note that in matters related to Industrial 
Awards, the information supplied is of a general 
nature—what usually applies in most circumstances. It 
is not intended as a formal comprehensive coverage. 
Any queries that you have should be addressed to your 
supervisor who will advise you as to the appropriate 
officers to contact for more detailed information. 
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THE SYDNEY COUNTY COUNCIL 


1. CONSTITUTION 


On the 1st January, 1936, The Sydney County Council, 
constituted under the Gas and Electricity Act, 1935, as- 
sumed ownership and control of the Electricity 
Department of the Municipal Council of Sydney. The 
latter body, under an Act of Parliament passed in 1896, 
had supplied electricity to the City of Sydney and a 
number of suburbs since 1904. 


The Sydney County Council consists of 16 members 
elected by the Aldermen and Shire Councillors of the 
Local Councils whose areas are included wholly or 
partly in the Sydney County District. 


The Sydney County District is the area in which the 
Council supplies electricity direct to its customers. The 
County District comprises the major part of the Sydney 
Metropolitan Area, the City of Gosford and the Shire of 
Wyong. For the purpose of election of Councillors the 
Sydney County District is divided into 8 constituencies. 


Qualifications for appointment as a County Councillor 
is eligibility for election as an Alderman or Councillor 
in any one of the areas in any of the 8 constituencies. 
County Councillors are elected for a term of 3 years. 
One of these is elected by the Council each year to act 
as Chairman. 


2. HISTORY 


The electricity industry is a comparatively young indus- 
try. A power station at Pyrmont, built for the Municipal 
Council of Sydney, began generating electricity for 
street lighting in July, 1904. At the end of that year, the 
Council had 86 customers. 


The Sydney County Council today has almost 935 000 
customers and supplies an area of 3 590 square kilo- 
metres. The Sydney County Council is by far the largest 
of New South Wales’ distributing authorities and it sells 
electricity direct to its industrial, commercial and resi- 
dential customers. 


From 1st January, 1936, until 1st January, 1952, The 
Sydney County Council had the responsibility not only 
of supplying electricity to its customers but also had the 
generation function as well. On 1st January, 1952, the 
Electricity Commission of New South Wales commen- 
ced operations and took responsibility for generation, 
while Council from that date confined its activities to 
retailing electricity bought from the Commission to 
customers within the Sydney County District. 


The Council’s supply area has been expanded on a 
number of occasions over the years. The latest ad- 
ditions to the supply area occurred on ist January, 
1980, when the areas supplied by the former Brisbane 
Water, Mackellar and St. George County Councils were 
incorporated into the Sydney County District. 


3. ORGANISATION FRAMEWORK 


When a large number of people work together, there 
is a critical need for these people to be effectively 
organised. This means that in all firms or businesses 
each employee needs to know who reports to whom 
and basically what work each person does or is respon- 
sible for. This reality of work life certainly applies to the 
Council. The structure, framework, or if you like, “‘or- 
ganisation” of the Council is clearly defined and sets 
out lines of authority and control. 


Broadly speaking, the Council is organised around its 
main activity, the distribution of electricity. This is an 
Engineering function which is supported by a Secre- 
tarial and Commercial, and an Administration Division. 


The following chart should assist you in understanding 
the way in which Council is organised. 


General Manager a) 
fe) 
) 
G) 
> 
< 
” 
Chief Engineer Secretary Commercial Administration a 
(Engineering Division Division re) 
Divisions) 2 
Ti 
Ps) 
> 
= 
m 
S 
Development _ Electricity Services (Commercial (Principal D 
Division Supply Division Manager) Executive @ 
(Principal Division (Principal Officer— © 
Engineer— (Principal Engineer— Administration) - S 
Development) Engineer— Services) S 
Electricity S 

Supply) 


A list setting out the Branches and/or Sections in the various Divisions is shown on the 
following pages. 
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3. ORGANISATION FRAMEWORK (Cont’d) 
CHIEF ENGINEER 
ENGINEERING DIVISIONS 


Development Division 
(Under the control of the Principal Engineer— 
Development) 


Distribution 
BRANCHES— (Design and Construction 
Electrical Installations 


Services Division 
(Under the control of the Principal Engineer—Services) 


Testing 

Transport Services 
BRANCHES— /System Operation 

Workshops Services 

Special Investigations Section 


Electricity Supply Division 
(Under the control of the Principal Engineer— 
Electricity Supply) 


Northern Area 

Southern Area 

Eastern Area 
BRANCHES— (Western Area 

Mackellar Area 

Brisbane Water Area—Engineering 

Function Only 

System Planning is under the direct control of the Chief 
Engineer. 


3. ORGANISATION FRAMEWORK (Cont'd) 


SECRETARY as 


Internal Audit Branch 
Property Contracts and Insurance ae 

Section 
Minutes and Instructions Section 
Public Relations Section 
Solicitor to the Council 


COMMERCIAL DIVISION 
(Under the control of the Commercial Manager) oa 
Customers’ Accounts Branch 
Advisory Services Branch 
Computer Services Branch 7 
Stores Branch 
Treasury 
Organisation and Methods Group 
Special Projects 
Brisbane Water Area—Secretarial 
and Commercial 
Functions Only - 


ADMINISTRATION DIVISION 
(Under the control of the Principal Executive Officer— _ 
Administration) | 


Industrial Section 
Administrative Section 

Safety Section 

investigation Section 

Library —_ 
Medical Officer to the Council 
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BRISBANE WATER AREA 
ESTABLISHMENT 


HORNSBY DISTRICT 
ESTABLISHMENT 


NORTHERN AREA 
ESTABLISHMENT 


MACKELLAR AREA 
ESTABLISHMENT 


FIVE DOCK DISTRICT 
ESTABLISHMENT 


CITY 


|) S.C.C. BUILDING 


ALM 
SvONEY ! _— EASTERN AREA 
i ESTABLISHMENT 


WESTERN AREA 
ESTABLISHMENT 


SOUTHERN AREA 
ESTABLISHMENT 


SUTHERLAND DISTRICT 
ESTABLISHMENT 


THE SYDNEY COUNTY COUNCIL 
SUPPLY AREA 


AND 
MAJOR ESTABLISHMENTS 
(3590 Square Kilometres) 


ABOUT YOUR JOB 
1. CONDITIONS OF EMPLOYMENT 


The Sydney County Council Awards set out the rates 
of pay and conditions of employment for all employees 
of the Council. These awards are: 


— The Sydney County Council (Salaried Officers) 
Consolidated Award 


— The Sydney County Council (Salaried Division— 
General Conditions) Award 


— The Sydney County Council (Wages Division) Con- 
solidated Award 


— The Sydney County Council (Wages Division— 
General Conditions) Award 


— The Sydney County Council (Apprenticeship) Con- 
solidated Award. 


Your supervisor will be happy to advise you on the 
Awards related to your own Classification and assist 
you with any questions that you may have relating to 
any matter contained in the Awards. The Awards con- 
stitute the “Contract of Employment”, which covers all 
employees in the Council. Copies of the Awards are 
exhibited at all major workplaces. 


(a) Your Obligations as an Employee 


As an employee of the Council, you no doubt hold 
certain expectations about such aspects of your 
employment as pay, promotions and general con- 
ditions, etc. Similarly, as an employer, Council like- 
wise holds certain expectations in relation to its 
employees. The purpose of this section is to dis- 
cuss broadly, but in a clear and concise way, what 
Council expects of you. 


j 
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Starting and finishing work 


Let’s first say something about starting and finish- 
ing work. Council expects that you work your full 
spread of hours. This means that you should be 
actively engaged on your work not later than 5 min- 
utes after your prescribed starting time. As a con- 
cession you are given 5 minutes at the end of the 
day to put your work away and prepare to leave 
your work location. 


Punctuality 


An employee who frequently arrives late for work 
or does not commence work promptly, or who 
takes longer than the prescribed time for morning 
tea and meal breaks, is not meeting Council's 
expectations nor giving satisfactory service. 


Punctuality records are kept and where an 
employee has an unsatisfactory record, disciplin- 
ary action may be taken. 


Forms to be used in the event of lateness 


During your career with the Council, you might 
arrive late at work for legitimate reasons. Forms 
are provided on which you can explain the reason 
for your lateness. They are: 


AB3 This form is used by “Salaried’’ employees 
where lateness was caused by public trans- 
port problems. 


AB7 is used by “Wages Division’ employees 
where lateness was caused by public trans- 
port problems. 


10. 


AB4 is used by both “Salaried” and ‘Wages Div- 
ision” employees where lateness is caused 
by reasons other than public transport. 


Reporting of Absence 


If you are unable to report for work because of 
sickness, accident or transport stoppages, etc., 
you are expected to ensure that your immediate 
supervisor is notified as soon as possible. There- 
fore, if you find yourself in this position and cannot 
for some reason contact your supervisor person- 
ally, you should have a friend or relative telephone 
for you. In regard to transport stoppages, Council 
expects you to make every endeavour to get to 
work. It is your responsibility to arrange transport. 
On this point, Council does attempt to aid you by 
making available a number of motor vehicles but 
as you will appreciate due to the number of 
employees, not everyone can be accommodated. 


Your attention is drawn to Council’s policy of not 
promoting or confirming the appointment of 
employees who have frequent absences from work 
for any reason, including sickness. 


In the terms of the Council's Awards repeated 
absences from work due to sickness or other 
reasons for which you may not be entirely respon- 
sible can lead to a discharge from the Council's 
service. 


When you are ill, ensure that you receive adequate 
treatment to keep the number of your absences to 
a minimum. You are expected to take reasonable 
care and have regard to your physical well-being 
at all times. 
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Leaving your workplace 


All organisations set down some rule about 
employees leaving their workplace during working 
hours. Council’s rule is very simple. If for some 
reason you have to leave your work place, tell your 
supervisor where you are going and why and get 
his or her permission first. In this way, you can 
avoid embarrassing situations and explanations. 


Your behaviour while at work 


With regard to your behaviour while at work, all 
that is expected of you is you show appropriate 
respect to those who have been delegated the task 
of supervising your work performance. You should 
comply with instructions when given and, without 
going into great detail, avoid the type of behaviour 
which can reflect poorly on your own character as 
an individual and is likely to create conflict and 
problems for you. 


The wearing of issued clothes and the use of tools 


Certain employees of the Council are issued with 
various items of clothing, tools or other articles. 
This may or may not apply to you personally. If it 
does, however, it is important that you know what 
your obligations are in this regard because it may 
cost you money. Firstly, any item of clothing, tools, 
etc., on issue to you should be worn or used in the 
manner intended or in other words to achieve the 
purpose for which it is supplied. Such items should 
be worn or used only in the course of your duties; 
it is your responsibility to ensure their proper 
upkeep. If you lose or damage any item on issue 
to you through your own negligence or misuse, 
you will be held responsible for its replacement. 
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(b) 


Performing duties as directed 


From time to time Council employees may be 
requested to perform the duties of a higher or 
lower graded position. Further, if called upon, you 
are expected to work reasonable overtime which 


_ may involve working on Saturdays, Sundays or 


holidays. Should you be required to work overtime, 
you will be paid at the appropriate overtime rate. 


Accepting money or gifts 


To conclude this segment on employee obli- 
gations, at some time you may in the course of your 
duties come into direct contact with customers or 
members of the general public. It is expected that 
you do not use these occasions to canvass either 
in your own interests or in the interests of some 
other person or organisation. Moreover, you 
should not under any circumstances ask for nor 
accept commissions or gratuities in the form of 
money or whatever from other organisations, cus- 
tomers or members of the general public. 


Probationary Period and Confirmation 
of Appointment 


All employees appointed from outside the Service 


are on probation for 12 months. Your supervisor 
will pay particular attention to your performance 
during this period and will keep you informed of 
your progress. 


Your supervisor will comment on your progress in 
3 written reports which are prepared after you 
have completed 2, 5 and 10 months of service. The 
bases on which your supervisor will assess you 
are: ability to learn, attitude to work, work output, 
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quality of work, co-operation, attitude to authority, 
personal qualities, and ability to communicate. It is 
important to remember that your progress in the 
Council is dependent upon the assessment made 
by your supervisor. 


If at the end of that time your service has been sat- 
isfactory, your appointment will be confirmed. If 
your services have been unsatisfactory for any 
reason, your probationary period may be extended 
or your service with the Council terminated. 


Where Council proposes to terminate the services 
of an employee, and the employee has 12 months’ 
or more continuous service, that employee has the 
right of appeal under Section 99 of the Local Gov- 
ernment Act, 1919. This appeal must be in writing, 
and lodged with the Council within one week of 
notice of termination. Alternatively, under Section 
20A of the Industrial Arbitration Act, 1940, the 
employee’s union may appeal on his behalf. 


Where the employee has less than 12 months’ 
service, he has no right of appeal under Section 99 
but his union may initiate reinstatement pro- 
ceedings on his behalf under Section 20A of the 
Industrial Arbitration Act, 1940. 


Employment Records 


The keeping of records is a responsibility of all 
businesses whether large or small. For records to 
be useful, it is necessary that they be accurate. If 
you should change your name through marriage or 
deed poll, or move to a new address, Council’s 
records need to be amended. In the case of a 
change of address, the record can be updated by 
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(e) 


the use of a C.P.R. 3 form. In the event where your 
surname is altered by marriage or deed poll, please 
consult the Staff Section for the appropriate pro- 
cedure to be followed. 


Union Membership 


You have been employed on the understanding 
that you will join and remain a financial member of 
the Union appropriate to your calling. Ensure that 
you are advised regarding Union membership and 
associated procedures. For some unions, it is 
possible to pay subscriptions directly out of your 
wages each week. This can be arranged by com- 
pleting an appropriate Union authorisation form. If 
you are in any doubt as to whether this procedure 
applies to your Union, consult with your Union 
delegate or contact the Payroll Clerk. 


Dress Requirements for Office Workers 


It is required that you be dressed in a neat and tidy 
fashion and in a manner that is suitable to a busi- 
ness office. Therefore, leisure clothes and in par- 
ticular jeans, jogging shoes, thongs, etc., must not 
be worn at work. Don’t make your life and your 
supervisor's life more difficult by wearing such 
clothing because the rules require that your super- 
visor must take action against you for doing so. 


Also, consider the importance of public relations. 
Spare a thought for the feelings and attitudes of 
the members of the public you may come into con- 
tact with. 
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Precisely what are the dress rules? 


Male Office Workers 


You must wear a business type shirt. As to 
whether your shirts have long or short sleeves 
is entirely up to you as a matter of taste. 


If you work in an office where you will be visible 
to members of the public you must wear a tie. 


In offices where you will not be visible to mem- 
bers of the public a tie does not have to be 
worn. However, only the collar button may be 
left undone, and 


Should you work in an office where you are not 
required to wear a tie you are nevertheless 
required to bring one to work to cover the 
possibility of your having to come into contact 
with the public. In which case the wearing of a 
tie, as mentioned before, becomes compulsory. 


There is no objection to the wearing of shorts. 
But don’t forget the common sense “neat and 
tidy” requirements and the fact that you are 
working in an office. If you think about these 
things it is simple to tell the difference between 
a pair of shorts that are suitable for wearing to 
work and shorts that are not, and 


If you elect to wear shorts to work you must 
wear knee length socks. 


Female Office Workers 


Within a short time after commencing with the 
Council you will be issued with two uniform 
frocks. Once this has happened you will be 
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(f) 


required to wear a uniform frock at all times 
during work hours. 


— The same common sense principles apply to 
the wearing of uniform frocks as applies to the 
clothing worn by male office workers. 


All the Management asks of you is that you keep 
your uniform frocks in a neat, clean and tidy con- 
dition. Similarly, you are asked not to alter substan- 
tially the style, length, etc., of the frocks issued to 
you. This requirement goes a long way toward 
ensuring that a “lady like” image is presented by 
Council’s female staff. A great deal of being con- 
sidered a lady is tied up with looking like a lady. So, 
you have a personal interest in maintaining a 
reasonable uniform standard in the wearing of 
your frocks. 


Job Circulars 


Advertisements for positions within the Council 
are Circulated throughout the organisation and are 
posted on notice boards for the information of 
those interested. These “job circulars” specify the 
rate of pay, qualifications required and the princi- 
pal duties associated with the position. Prospec- 
tive applicants must be aware that all circulars 
contain a brief note indicating that a successful 
applicant may be required to work at any location 
within the Council’s area as required. If you are 
interested in applying for an advertised position 
and you will be proceeding on leave shortly after 
the stated closing date for applications, you should 


- contact the Employment Section in order that 


arrangements concerning the job interview may be 
made. 
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The names of employees successful in gaining 
appointments as a result of responding to a job 
circular are advised by way of a ‘Position Filled 
Notice” which is circulated throughout the Ser- 
vice. 


Wet Weather Rules 


Wages Division Employees may be able under cer- 
tain circumstances, as set out in their General 
Conditions Award, to cease work due to wet 
weather without loss of wages. 


These circumstances are: 


— That you report for work at your normal work 
place regardless of the weather conditions pre- 
vailing prior to your normal starting time. 


— lf it is decided by the appropriate Council Offi- 
cers that the wet conditions are not likely to 
improve during the afternoon, and if it is con- 
sidered you cannot be gainfully employed else- 
where under shelter, you may be permitted to 
cease work at noon. 


These circumstances are dependent upon: 
— No alternative work being allocated. 


— A sufficient number of employees being re- 
tained on the job to handle an emergency. 


YOUR SUPERVISOR 


Shortly after appointment, you will be introduced to 
your supervisor whose duty it is to inform you of: 
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time register procedures 


You are required to record your starting and finish- 
ing times on a Staff Attendance Register or time 
clock, where such is provided. You may be granted 
exemption from using a time clock if a certain set 
of conditions apply. It is not practicable to list all 
these conditions or the large list of variations 
associated with these regulations. However, if you 
are in doubt as to your own eligibility for exemption 
consult your supervisor who will be able to resolve 
this problem for you. 


the location of toilets, lockers, etc. 


the starting and finishing times of the Section in 
which you are working and lunch break times. 


the particular rules relating to the Section in which 
you are working, e.g., safety. 


the availability of tools of trade, overalls, uniforms, 
etc. 


the names of your fellow workers and introduce 
you to them. 


the work place and explain what is expected of 
you. 


those officers whom you can approach for help if 
necessary. 


3. PAYMENT OF WAGES 


Wages are paid weekly. However, the day for payment 
will vary at different locations. The day of payment may 
also vary whenever an Award holiday occurs in the pay 
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week. At Easter and Christmas times the payment date 
may also be changed because of holidays falling on 
normal pay days. 


Prior to collecting your pay you will be issued with a pay 
docket which you should check carefully; refer any 
queries to your supervisor. The docket is in 2 sections 
separated by a perforation. The left section of the 
docket which is marked “employee's copy” is retained 
by you for your own record. To receive your pay, you 
should detach and complete the right hand section of 
the docket by filling in your signature, address and the 
date, and then submit this section of the docket to the 
Paying Officer for payment. You will be paid in cash 
and during working hours, whenever practicable. 


REMEMBER that a signed docket is like an uncrossed 
cheque; both can be cashed by anyone. It is your 
responsibility to look after your own docket once it has 
been issued to you. 


If you are unable to collect your pay on the normal pay 
day it may be collected on another day, provided you 
report to your supervisor who will make all the neces- 
sary arrangements. 


Should you be unable to collect your pay personally, 
it will be necessary for you to give a written authoris- 
ation to any person whom you wish to collect your 
money. Please state on the authorisation for what time 
period you wish that procedure to operate. 


Deductions from Pay 


You may arrange to have weekly deductions taken 
from your pay for such items as Hospital and Medical 
Benefits, Union dues, Savings Banks, Credit Union, 
Sports and Social League, etc. Taxation will be deduc- 
ted weekly and a Group Certificate issued each year for 


20. 


inclusion with your tax return. Any inquiry regarding 
deductions from pay can be directed to the Payroll 
Clerk. 


4. TERMINATION OF SERVICE 


(a) 


(b) 


Resignation 


Council’s Awards provide that, except where 
otherwise set out in the letter of appointment, you 
are required to give, and the Council is required to 
give you, 1 month's notice of termination of em- 
ployment in the case of a salaried officer, or 1 
week’s notice in the case of a wages division em- 
ployee. During the first 12 months of your service, 
the period of notice is 1 week and 1 day respec- 
tively. 


If you absent yourself without permission for a con- 
tinuous period of 5 working days through causes 
other than certified sickness or accident, or other 
extenuating circumstances acceptable as satis- 
factory by the General Manager, you shall be 
deemed to have resigned from the service of the 
Council. If you submit a reason for the absence 
within a reasonable time and ask to be reinstated, 
the matter shall be referred to the Principal Execu- 
tive Officer—Administration. If he is satisfied that 
there are extenuating circumstances, he may 
arrange for you to recommence work. 


Dismissal and Discharge 


An employee's service may be terminated by ‘'Dis- 
charge” or “Dismissal” for particular reasons. 


“Discharge” means termination of service with the 
Council for reasons which include unsuitability, 
repeated absences from work or other reasons 


(c) 
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for which the employee may not be entirely 
responsible. 


“Dismissal” means termination of service for mis- 
conduct, or repeated unsubstantiated absences 
from work. 


The final decision to terminate services by dis- 
charge or dismissal rests with the General Man- 
ager. 


When it is proposed to discharge or dismiss an 
employee with 12 months or more service, he shall 
be suspended with a view to termination of service. 


Where an employee is suspended with termination 
of service in mind, the Local Government Act (Sec- 
tion 99) provides that the employee may apply, 
within 1 week, for an inquiry to be held before a 
commissioner appointed by the Minister for Local 
Government. 


Alternatively, under the provisions of the Industrial 
Arbitration Act, recourse can also be had by the 
employee’s Union acting on his behalf, provided 
that he, personally and in writing, waives his rights 
to an inquiry under Section 99 of the Local Govern- 
ment Act. 


Retirement 


Retirement is compulsory on the eve of an 
employee's 65th birthday. After he attains the age 
of 55, an employee may apply to be retired on the 
grounds of age. 


Employees who retire, age or ill-health, are entitled 
to be paid for all untaken sick leave to their credit. 
On the death of an employee, payment for untaken 
sick leave is made to the legal representative or 
next of kin. 
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On leaving the Council’s service, employees are 
responsible for returning Council’s property on 
issue to them. 


Superannuation 


Employees who have entered the service after the 
1st April, 1976, are covered by the provisions of the 
Local Government and Other Authorities (Super- 
annuation) Act, which is administered by the Local 
Government Superannuation Board (New South 
Wales). The Scheme is known as the Local Gov- 
ernment Pension Fund Scheme. 


Membership of the Pension Fund is available to all 
persons employed full time, and new employees 
may apply for membership from the first day of 
service. After 3 years of continuous service an 
employee is obliged to become a member. 


Those joining the Fund may elect to contribute at 
any of the following rates: 


2%, 3%, 4%, 5% or 6% of gross salary (or wage). 
Each year you may either increase or decrease 
your contribution rates which will then apply from 
the 1st April of the following year. 


The Local Government Pension Fund Scheme pro- 
vides a twofold benefit on retirement age 65 years. 


— a return to an employee of his own contri- 
butions plus interest, 


— a pension based on the number of Pension 
Points accumulated. 


Pension Points accrue at the rate of 1 pension 
point for every 1% of salary contributed each year 


i 
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with the total number of 240 points providing the 
maximum pension payable, 33.6% of final average 
salary. Final average salary is the annual salary 
averaged over the last 3 years prior to retirement. 


An employee may opt for early retirement after 
attaining age 55 years and will receive, in addition 
to the balance of his personal account, a pension 
based on the number of pension points accumu- 
lated but reduced at the rate of 2.5% for each year 
(or part year) that his age at retirement is less than 
the normal retirement age (65). Death and 
disablement benefits are available. 


Upon resignation an employee will receive: 


— with less than 10 years’ Fund membership, a 
lump sum of the balance of his personal 
account. 


— with more than 10 years’ service 


(a) alump sum of the balance of his personal 
account. 


(b) a lump sum equal to the lump sum of (a) 
above multiplied by 2.5% for each com- 
pleted year of Fund membership, with a 
maximum of 40 years. 


On completion of 6 months as a contributor to this 
Scheme, sickness benefits are available when the 
contributor has been absent for at least 1 week on 
sick or accident leave. The benefits are in the form 
of financial aid and are applicable to those em- 
ployees who have used their sick pay entitlements. 


Employees requiring any further information 
should telephone the Superannuation Clerk. 
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5. WORK ATTENDANCE PATTERNS 


THE OPERATION OF 9-DAY FORTNIGHT/19-DAYS 
PER 4 CALENDAR WEEK WORKING PERIOD FOL- 
LOWING THE INTRODUCTION OF A 36-HOUR WORK- 
ING WEEK FOR ALL EMPLOYEES WORKING IN 
EXCESS OF 35 HOURS PER WEEK 


The following administrative arrangements shall apply 
to day workers, 5-day shift workers, continuous after- 
noon shift workers and continuous night shift workers. 


9-Day Fortnight Working Arrangement 


In accordance with the provisions of Council's Salaried 
Officers and Wages Division Consolidated Awards, the 
standard working arrangement for all employees is a 
9-day fortnight, for which the number of working hours 
shall be: 


35-hour week employees—70 hours per fortnight or 7 
hours 47 minutes per day 


36-hour week employees—/72 hours per fortnight or 8 
hours per day 


5-Days/19 Days per 4 Calendar Week Period 
Working Arrangement 


Subject to work requirements, and conditional upon 
his Branch Head’s approval, an employee may be per- 
mitted to work either a 5-day week or a 19-day per 4 
calendar week working period, for which the number 
of working hours shall be: 


5-Day Week 


35-hour week employees—35 hours per week or 7 
hours per day 


36-hour week employees—36 hours per week or 7 
hours 12 minutes per day 
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19 Days per 4 Calendar Week Working Period 


35-hour week employees—140 hours per period of 4 
calendar weeks or 7 hours 22 minutes per day 


36-hour week employees—144 hours per period of 4 
calendar weeks or 7 hours 35 minutes per day 


New Employees 


All employees who commence in the Service following 
the introduction of the 36-hour working week (i.e., 10th 
April, 1982) will be required to work a standard 9-day 
fortnight. 


All of the above working arrangements are scheduled 
for review by the Industrial Commission of New South 
Wales on the 12th October, 1982. 
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YOUR ENTITLEMENTS 
1. HOLIDAY AND LEAVE ENTITLEMENTS 


(a) Award Holidays 


(b) 


Council observes the following as holidays: 


New Year’s Day Queen’s Birthday 
Australia Day Labour Day 
Good Friday Christmas Day 
Easter Saturday Boxing Day 
Easter Monday Picnic Day* 
Anzac Day 


and any other day proclaimed throughout the 
State as a holiday. 


* Picnic Day is observed by all staff on the 2nd 
Friday of March, each year. 


All holidays are granted without loss of pay. 

If, however, you absent yourself from work without 
the approval of the General Manager on a working 
day immediately prior to and following any holiday 
you shall not be entitled to be paid for that holiday. 
Annual Leave 


The annual leave entitlements of Council em- 
ployees are as follows: 
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For each completed period of 12 months’ service— 
For day workers — 4weeks 


For shift workers — 20 shifts for other than 
7-day shift workers 


— 25 shifts for 7-day shift 
workers. 


You need not take all your annual leave 
entitlement at the one time. Subject to approval, 
you may divide your leave in anumber of ways, i.e., 


— in 2 separate periods, one of which is not less 
than 1 week/5 shifts. 


— in 4 separate periods, each of which is not less 
than 1 week/5 shifts. 


OR 


— divide 1 week (or 5 shifts) out of any period of 
leave accrued in respect of each 12 months of 
service, into periods of 1, 2, 3, 4 or 5 days (or 
shifts) subject to the approval of the General 
Manager. The balance of the leave may be 
taken in 1 complete period or 3 separate 
periods each of not less than 5 days’ (or shifts’) 
duration. 


Forms to be used in applying for Annual Leave 


AB5 This form is used when you request a 
period of leave of 5 days (or shifts) or more. 


Notice of not less than 4 weeks should be 
given when using this form. 
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AB6 This form is used when you request a period 
of leave of less than 5 days (or shifts). 


Please submit your applications for annual 
leave well in advance to assist in any plan- 
ning that may need to be done as a result of 
your absence from work. 


Annual Leave Before Due Date 


When you want to take leave before due date, an 
application in writing setting out the reasons why 
the annual leave needs to be taken must be com- 
pleted. This application must be sent to your 
Branch Head and then to the Staff and Adminis- 
tration Officer for the General Manager’s approval. 
The application should be made on an AB6&(a) 
Form. 


Annual Leave Loading 


You are entitled to a 17%2% loading additional to 
your annual leave payment; however, shift workers 
are paid either such loading or the shift allowances 
which they would have been paid had they not 
been on leave, whichever is the greater. 


Sick on Annual Leave 


If you become sick or are injured while on annual 
leave and can produce at that time, satisfactory 
medical evidence that you are unable to benefit 
from your annual leave, you will be granted at a 
time convenient to Council, additional leave equiv- 
alent to the period of sickness or injury. This is pro- 
vided that the period of sickness or injury is at least 
7 consecutve days. 
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Anyone absent on sick leave or accident leave 
shall not begin annual leave until permitted by the 
Medical Officer. 


Long Service Leave 

Long Service leave entitlements are as follows: 
Length of Service At Ordinary rate of Pay 
After 10 years of service 13 weeks 

After 15 years service a further 8% weeks 
After 20 years service a further 13% weeks 


For every further 
completed period of 
5 years service 13 weeks. 


Long service leave accrues and may be taken 
when due at your discretion in either 1 period or 
in 2 periods, one of which is not less than 2 weeks. 
Subject to approval by the General Manager, each 
period of long service leave accrued in accord- 
ance with the above table may be taken in 3 or 
more separate periods, each of not less than 2 
weeks. Application for long service leave should 
be made on an AB11 form and at least 1 month’s 
notice should be given. 


A proportion of long service leave is payable 
should you leave Council’s employ after 5 years of 
service, provided that your employment has not 
been terminated because of serious and wilful mis- 
conduct. 


Sick on Long Service Leave 


The conditions as set out for illness occurring dur- 
ing annual leave apply also for illness while on long 
service leave, provided the period of sickness is at 
least 7 consecutive days. 
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(d) Special Leave 


It may become necessary for you to seek time off 
from work to attend to such matters as doctor's 
appointments, funerals of friends or relatives, etc. 


When circumstances are such that these matters 
cannot be handled outside normal working hours, 
an application for special leave of absence must 
be submitted to your supervisor. 


As a general rule, you must not take time off from 
work without first obtaining permission from your 
supervisor. 


However, it is understood that prior approval 
cannot always be obtained before an absence. 
Sudden sickness and the like cannot usually be 
anticipated. 


In such circumstances, you must arrange for your 
supervisor to be contacted as soon as possible. 
Your supervisor should be advised of the reason 
for your absence and the probable time of your 
return to work. These steps will cover your ab- 
sence until you can return to work and fill out the 
appropriate special leave form. 


The following sets out the different kinds of special 
leave forms currently in use. 


Forms to be Used 
Form AB1 


This is the most commonly used form to cover 
periods of special leave. 


It is used when prior permission to take leave has 
been granted by your supervisor and covers such 
situations as: 
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— Attending the Blood Bank 

Attending court as a witness, etc. 

— Attending appointments to see Doctors, Den- 
tists, etc. 

— Death and funeral of member of employee's 
immediate family 


Form AB1(a) 


This form is used to cover absences of a com- 
passionate nature such as attending the funeral of 
a friend or relative, the sickness of a member of the 
family, etc. It is green in colour and is only used 
when prior permission for the absence has been 
obtained. 


Form AB2 


This form is used when you do not have prior 
approval to take time off. It covers any situation ex- 
cept those of a compassionate nature and is white 
in colour. 


Form AB2(a) 


This form is used when you seek time off without 
prior approval for reasons of a compassionate 
nature. Like the AB1(a) form it is also coloured 
green. 


Form AB8 


This form is used only by those employees who 
represent the Council in Mid-Week sporting com- 
petitions. It is yellow in colour. 
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The following sets out some of the reasons for 
which leave is granted with pay, without pay and 
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with difference in pay. This is a general guide only 
and you should consult your supervisor if further 
information is required. 


Leave with Pay 


Death and Funeral of Member of Immediate 
Family 


Leave with pay, to a maximum of 2 days, is granted 
on the death and funeral of a member of your im- 
mediate family. This leave is granted with pay re- 
gardless of length of service. A copy of the funeral 
notice should be attached to this form. 


Donating Blood 


Leave with pay is granted in connection with the 
donating of blood at the various Red Cross 
Centres. Verification of attendance is required. 


Medical Reasons 


Leave with pay may be granted for absences to 
consult Doctors, Dentists, Opticians or to receive 
medical treatment at hospitals, etc. Verification of 
attendance is required and you must have a credit 
of sick-pay for the leave to be approved with pay. 


If the absence is for more than half a day, it is re- 
garded as sick leave and a sick leave form must be 
completed. 


Compassionate Reasons 
Leave with pay may be granted to employees with 


more than 12 months’ service for urgent com- 
passionate reasons. 
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In cases where the employee has less than 12 
months’ service, leave if granted, is without pay. 


Leave Without Pay 


Generally speaking, leave taken to attend to per- 
sonal matters, such as the obtaining of a driver’s 
licence, signing legal documents, domestic 
reasons, etc., is without pay. 


Whenever possible, prior permission to take such 
leave must be obtained. 


It should be noted that repeated absences without 
prior approval and absences for reasons which are 
not acceptable to your supervisor are considered 
as unsatisfactory service and may be dealt with ac- 
cordingly. 


Leave with Difference in Pay 
Jury Service 


Leave for jury service is granted with the difference 
between your normal rate of pay and that received 
from the court. 


The Subpoena, endorsed by the Sheriff as to the 
date of the attendance and the amount paid by the 
court, should be attached to your leave form. You 
retain the amount paid by the Court. 


Military Training 
Leave is granted with difference in pay for an an- 


nual camp of 14 days. Leave taken in excess of 14 
days in any 1 year is without pay. 
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(e) Maternity Leave 


Council’s Awards state that maternity leave shall ~~ 
be granted under the conditions and in accord- 
ance with the provisions of the Industrial Arbi- 
tration Act, 1940. Briefly stated, this means that an 
employee who becomes pregnant must take leave 
of absence from work for at least 5 weeks prior to 
the anticipated date of childbirth, and may not re- 
sume duties for at least 6 weeks after the delivery —- 
of the child. Maternity leave cannot exceed 52 
weeks. 


During this period the employee may use up as 
much of her leave entitlements as she wishes, 
such as sick leave, annual and long service leave. 


If you wish to apply for maternity leave, you should 
complete Form StO.60 and send it to your Branch 
Head. - - 


For further information concerning maternity leave = 
please contact the Staff Clerk. 


2. SICK AND ACCIDENT LEAVE AND PAY 


(a) Introductory Information _ 


Before we look at the various rules and procedures 
associated with the taking of “Accident Leave” _ 
and “Sick Leave” it is important that you be fully 
aware of the differences in meaning between these 
terms. Accordingly, an explanation of each term 
has been provided to assist you in understanding 
the essential differences. 


rer 6FDUMT 


= 


ee ee ee oe 


ie ee 


- 


35. 


“Accident Leave” is that leave which covers em- 
ployees’ absences from work which are necessary 
because of injuries which come within the mean- 
ing of the Workers’ Compensation Act, 1926 (as 
amended), and have been sustained while at work, 
during meal or other authorised breaks, or while 
journeying to or from work. 


“Sick leave” covers all other absences from work 
because of physical unfitness including any unfit- 
ness arising from injuries sustained in circum- 
stances not mentioned in the definition of 
“Accident Leave”. 


Procedures when Absent due to illness or injury 


When it is necessary for employees to be absent 
from work because of illness or injury, the follow- 
ing procedure shall be observed. 


Your supervisor should be advised as soon as 
practicable. 


If you have 1 or more years service and consider 
that medical attention for your illness or injury is 
not necessary, you may, within certain limitations 
(see Ps. 44,45), cover your absence by means of 
a Claim Form GEN. SPC 2. 


An application for sick leave must be completed 
even in the event where you do not have any sick 
pay credit; the leave will be without pay. 


If you have less than 1 years service, you will not 
be paid sick pay, unless you have a sick pay credit 
and you consult a medical practitioner on the first 
day of absence and obtain from him a medical cer- 
tificate in the required form. (See Ps. 37,38). 
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Unless otherwise directed, and if your absence 
does not exceed 2 calendar weeks, you may report 
back to work when fit. Where practicable your doc- 
tor’s certificate and claim should be sent to your 
supervisor who will arrange to forward it to the Sick 
and Accident Section, Sydney County Council 
Building. However, if the absence is a result of in- 
jury, the procedure as detailed on page 39 should 
be observed otherwise payment may be delayed. 


If your absence exceeds 2 calendar weeks, you 
must report to the Council’s Medical Officer before 
resuming duty. 


Reporting to Medical Officer 


If incapacitated for work because of illness or 
injury but able to travel, unless otherwise instruc- 
ted, if you are claiming sick leave and/or pay you 
should report to the Medical Officer for medical 
examination as soon as you are physically capable 
of doing so. This applies irrespective of whether 
the absence will be covered by a Medical Certifi- 
cate or not. 


In the case of Accident Leave (Workers’ Compen- 
sation), YOU MUST REPORT ON THE FIRST DAY 
OF ABSENCE to the Council's Medical Officer and 
thereafter as instructed, or, if you are incapable of 
so doing, to a medical practitioner and obtain 
medical treatment on the first day of absence. You 
should not resume duty unless certified to do so 
by the Council’s Medical Officer. When unable to 
report to the Medical Officer, you must obtain a 
certificate from your own doctor stating that you 
are unfit to travel. 
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Medical Officer’s Hours 


The Medical Officer is located at the Sydney 
County Council Building, 2nd Floor, Corner 
George and Bathurst Streets, Sydney. 


Hours—8.00 a.m. to 12.00 noon 
Monday to Friday. 


Where reference is made to reporting to the Medi- 
cal Officer it means that, unless otherwise direc- 
ted, employees must report at the following times: 


Employees who start at or before 8.00 a.m.—At 
8.00 a.m. 


Employees who commence work between 8.00 
a.m. and 9.00 a.m.—Not later than their usual start- 
ing time. 


Employees who start at other times—Not later than 
9.30 a.m. 


The Staff Sister is available between the hours of 
8.00 a.m. and 4.00 p.m. in the Sydney County 
Council Building each Monday to Friday. 


Medical Certificates Covering Absences 


Except when an absence may be covered by Claim 
Form GEN.SPC 2 as set out on pages 44, 45, you 
must submit a certificate or certificates of a quali- 
fied medical practitioner to cover absences on 
Sick or Accident Leave (Workers’ Compensation) 
as follows: 


Form of Certificate—The Council's Awards pro- 
vide that a medical practitioner's certificate should 
give: 
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— name of employee 
— cause of incapacity 
— period the employee is likely to be unfit for work 


— date on which the employee will be able to 
report to the Medical Officer 


— medical practitioner’s signature and qualifi- 
cations 


— date of issue of the certificate 


— date on which the employee first consulted the 
medical practitioner. 


Please Note: When forwarding certificates by 
clearance or post your name and service number 
should be printed on the back of the certificate. 


If not an in-patient of a hospital. A certificate must 
be submitted every 7 days during the absence from 
work. However, once you have reported to the 
Medical Officer, and any further period of absence 
is covered by the Medical Officer’s certificate, cer- 
tificates from a medical practitioner are not 
necessary unless requested. 


If an in-patient of a hospital. A medical certificate 
must be submitted giving the date of admission to 
hospital, the nature of the incapacity and the prob- 
able period of unfitness for work. Such certificate 
will be accepted for a period of up to 4 weeks or 
to the date of discharge from hospital if this occurs 
before the expiration of 4 weeks. If you are an 
in-patient for more than 4 weeks you must submit 
another certificate for each successive period of 4 
weeks or part thereof. 
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After discharge from hospital. You must report to 
the Council’s Medical Officer as soon as you are 
able. Forward a medical certificate every 7 days to 
cover your absence until you report to the Medical 
Officer. This certificate must indicate that you are 
unable to travel in to see the Medical Officer. 


Certificates from the Staff Sister, physiotherapists, 
matrons or secretaries of hospitals, and the like, 
who are not medical practitioners, are not accept- 
able as medical certificates. Such certificates may, 
however, be accepted as verification of attend- 
ance for treatment where the absence is covered 
by an application for Special Leave or by Claim 
Form GEN.SPC 2. (See pages 44, 45). 


Employees not to Commence Annual Leave or 
Long Service Leave while on Sick and Accident 
Leave (Workers’ Compensation) 


If you are on leave from work because of sickness 
or accident, you should not proceed on Annual or 
Long Service Leave until so permitted by the 
Medical Officer. 


Statements Required Concerning Injuries 
Away from Work 


If you suffer an injury away from work for which you 
are Claiming Sick Leave, you may be required to 
make a full written statement giving details of how, 
when and where the accident happened. 


Sporting Injuries 


Where an injury is sustained while you are 
engaged in sport with any association or club, a 
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statement, obtainable from the Sick and Accident 
Section may be required to be submitted. The 
statement should be signed by the Secretary of the 
association or club and give details of any pay- 
ments which may be made to you in respect of the 
injury. 


Traffic Accidents 


All traffic accidents involving injury must be re- 
ported to the Police. (This is a legal requirement.) 
Also you must report for interview by the Sick and 
Accident Claims Officer as soon as possible after 
the accident. 


Failure to comply with these provisions could 
mean that payment for the absence may be with- 
held. 


Employees Taken illorinjured at Work 


When an employee, while at work, informs his 
supervisor that because of illness or injury he be- 
lieves that he cannot reasonably continue his du- 
ties, or the supervisor is of the opinion that an 
employee is physically unfit to carry out his duties, 
the supervisor shall arrange for the employee to 
see the Medical Officer or the Staff Sister. 


If it is not practicable for the employee to see the 
Medical Officer or the Staff Sister because of his 
condition, or because the distance from his work 
site to the Sydney County Council Building is too 
great or the time of the day at which the employee 
becomes unfit would preclude his seeing the Medi- 
cal Officer or Staff Sister, the supervisor should 
advise the employee to consult a medical practi- 
tioner as soon as possible. 
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Infectious Disease 


Upon report by a duly qualified medical practi- 
tioner that, by reason of contact with a person suf- 
fering from an infectious disease or through the 
operation of restrictions imposed by Common- 
wealth or State Law in respect of such disease, an 
employee is unable to attend for duty, the General 
Manager may grant the employee leave of ab- 
sence. Such leave of absence may be regarded as 
leave of absence owing to illness or at the option 
of the employee the whole or any portion of the 
leave may be deducted from annual leave due. 


Recovery of Expenses 


Council Awards provide that where you obtain a 
verdict for damages or receive an amount of 
money in settlement of a claim for damages 
against a third party, in respect of absences due 
to an illness or injury, any such sick pay or acci- 
dent pay paid by the Council for such absences 
shall be refunded to the Council. 


If you have claimed sick or accident leave under 
the above circumstances you shall advise Council 
of any action you may institute or any claim you 
may make for damages. In such cases Council may 
request that you provide a written agreement to re- 
fund to Council any sick pay or accident pay from 
any moneys paid to you as a result of a successful 
legal action or settlement arising out of a claim 
against a third party, such sick leave paid will then 
be recredited to your sick leave balance. 
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(b) SICK LEAVE 


Sick Leave and Pay Benefits 


THE COUNCIL’S AWARDS PROVIDE THE FOL- 
LOWING BENEFITS FOR SICK LEAVE WITH PAY 


Period of Service 
Upon completion of 3 months 
total service 


Upon completion of 6 months 
total service an additional 


Upon completion of 12 months 
total service an additional 


Upon completion of 18 months 
total service an additional 


Upon completion of 24 months 
total service an additional 


Upon completion of 36 months 
total service an additional 


Upon completion of 48 months 
total service an additional 


Upon completion of 60 months 
total service an additional 


Upon completion of each 
additional year of service 


Leave on 
Full Pay 
Working Days 
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Application for Sick Leave 


There are in use 2 different claim forms for Sick 
Leave. 


You are required to make only 1 claim to cover 
each period of absence for a particular accident 
or illness. However, should you recover from an ill- 
ness or accident but be unable to resume work be- 
cause of a different incapacity, you must submit a 
separate appropriate application for leave cover- 
ing the new absence. 


An application for sick leave must be made irres- 
pective of whether you are entitled to sick pay or 
not. 


An appropriate form (see below) may be obtained 
either from your supervisor, the Sick and Accident 
Office—Sydney County Council Building, ora Time 
Recorder. (See P. 37, regarding the submission of 
medical certificates.) 


Types of Claims for Sick Leave 


Absence supported wholly or partially by medical 
certificates 


When the absence is supported wholly or partially 
by medical certificates issued either by the Coun- 
cil’s Medical Officer, a medical practitioner, or a 
hospital, application for Sick Leave must be made 
on green form GEN. SPC 1. 


Absence not covered by a Medical Certificate 
When the total period of absence is not covered by 


a Medical Certificate, yellow form GEN. SPC 2 
MUST BE USED. (See P. 44.) 
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NOTE: Absence for half day or less. An absence 
because of sickness or for the purpose of 
medical examination or attention, etc., 
which does not exceed half the normal 
daily working hours of the employee con- 
cerned is treated as Special Leave and is 
not deducted from the credits of Sick 
Leave. Such an absence, therefore, 
should be covered by an Application for 
Special Leave (Form AB1 or AB2) ac- 
companied where applicable by evidence 
covering the appointment and/or attend- 
ance. However, payment will be made 
only if the employee has a sick pay credit. 


Conditions Governing the use of Claim (GEN. 
SPC 2) Not Covered by Medical Certificate 


If you have been granted leave for medical reasons 
or been put off work by the Staff Sister, or your 
supervisor, and you do not resume duty the next 
day, the whole of the absence shall count as sick 
leave. Such a combined absence involving more 
than 3 days cannot be covered by Claim Form 
GEN.SPC 2. 


These claims are intended to cover sickness of 
minor nature only which do not, in your opinion, 
call for medical attention but which prevent you 
from reporting to the Council’s Medical Officer. 
Medical attention should be obtained in all cases 
where it is warranted and particularly where the ill- 
ness is a recurring one. 


EMPLOYEES WITH LESS THAN 1 YEAR’S SER- 
VICE WILL NOT BE PAID SICK PAY FOR AB- 
SENCES COVERED BY CLAIMS GEN.SPC 2. 
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Employees with 1 or more years service may be 
paid sick pay for absences not covered by a Medi- 
cal Certificate subject to the following conditions: 


The absence from duty does not exceed 3 working 
days which are consecutive calendar days. 


Claims for sick leave and/or pay shall not be made 
more frequently in any 1 service year than 


— in the case of employees with 1 year and less 
than 5 years service—4 occasions 


— in the case of employees with 5 years or more 
service—6 occasions 


— such claims for sick leave are not used more 
frequently than on 3 occasions during any 
period of 3 calendar months 


Except where otherwise provided, claims for sick 
leave and/or pay not covered by a medical certifi- 
cate shall not be made to cover absences on work- 
ing days immediately preceding or following 
absences for any reason or purpose, including an- 
nual leave, long service leave, special leave, com- 
passionate leave, accident leave (Workers’ 
Compensation) or following an absence on sick 
leave supported by a medical certificate. 


If your absence may be covered in accordance 
with the above conditions, there is no need for you 
to report to the Medical Officer before resuming 
duty. You should resume duty in the normal way 
and report to your supervisor who after satisfying 
himself as to your fitness for duty, will arrange for 
you to complete the appropriate application for 
sick leave form GEN.SPC 2. 
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If you find that you are unfit to resume work at the 
expiration of the 3 days, you must report to the 
Medical Officer, or if you are not physically 
capable of doing so, consult your own doctor on 
the first working day thereafter. The procedure is 
then the same as for ordinary absences (See P. 
43). 
N.B. Even when you are not entitled to sick pay 
AN APPLICATION FOR SICK LEAVE 
MUST STILL BE SUBMITTED to cover 
any absence due to illness or injury not 
associated with Accident Pay (Workers’ 
Compensation). 


Right of Appeal 


In the event of a dispute as to the Medical Officer’s 
certificate of fitness or unfitness for work in con- 
nection with sickness, a referee who shall be a duly 
qualified medical practitioner agreed upon by the 
General Manager and the Secretary of the Union 
concerned, may be appointed and a certificate by 
such medical referee shall be accepted by the 
General Manager and the employee as final and 
conclusive. The medical referee’s fee shall be paid 
by the losing party. 


Restrictions on Sick Leave 

Sick leave and pay will not be granted in the case 
of an absence through illness or injury which is 
caused by or materially contributed to by: 


— the wilful act, misconduct or negligence of the 
employee; 


or 
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— participation in a game involving risk of illness 
or injury unless the General Manager is of the 
opinion that such participation was conducive 
to the physical or mental benefit of the em- 
ployee and/or to the improvement of his ef- 
ficiency as an employee; 


or 


— participation in any activity outside of working 
hours for which the employee is in receipt of re- 
muneration from a body other than the Council. 


Reimbursement of Fares by Council 
Sick Leave 


If you, because of absences from work on sick 
leave, are required to visit the Medical Officer at 
the Sydney Council Building you will be reim- 
bursed any amount incurred for fares which is in 
excess of the amount normally incurred in travel- 
ling ty and from your headquarters in any ordinary 
week. 


Claims by employees for such excess amounts of 
fares should be made on Claim for Travelling Time 
and Petty Cash (NG 1925) and submitted to the 
Timekeeper. 


ACCIDENT LEAVE (WORKERS’ COMPEN- 
SATION) 


Application for Accident Leave (Workers’ Com- 


pensation) 


Claims for Accident Leave and Pay (Workers’ 
Compensation) must be made on Form S & A7 
Claim for Accident Pay under the Workers’ Com- 
pensation Act 1926 (as amended). 
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Report of Injury 


You must report to your supervisor at the time all 
injuries (including strains, contusions and con- 
cussions which may have effects later) which are 
sustained at work, during meal or other authorised 
breaks, or while journeying to or from work, 
whether or not time is lost as the result of such 
injury. 


ABSENCES UNDER 1 DAY REQUIRE A “REPORT 
OF MINOR INJURY” (FORM N.B. 1020) 


ABSENCES 1 DAY OR MORE REQUIRE A “NO- 
TICE OF INJURY TO AN EMPLOYEE INVOLVING 
ABSENCE FROM DUTY” (FORM N.B. 1010) 


FAILURE TO ENSURE THAT THE ABOVE RE- 
PORTS ARE COMPLETED RESULTS IN PAY- 
MENT OF CLAIMS BEING DELAYED. 


Medical Treatment 


You must obtain medical treatment when neces- 
sary for an injury whether or not time is lost as the 
result thereof. 


This applies particularly to foreign bodies in the 
eyes, which if not removed promptly, may damage 
the eyes with possible impairment of sight. 


It is the duty of all employees to obtain immediate 
attention to such injuries. 


Payment for Accident Leave (Workers’ Compen- 
sation) 


Under the provisions of the Workers’ Compen- 
sation Act, 1926, and Council's Awards, employ- 
ees on Accident Leave may receive their full 
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Council rate of pay for up to 52 weeks for any 1 
injury, after which period payments are made at 
the rate provided by the same Act. Where a period 
of absence on Accident Leave exceeds 52 weeks 
the General Manager may, at his discretion, ap- 
prove the extension of payment at full pay beyond 
52 weeks. 


In particular it must be noted that:- 


— A medical practitioner must be consulted on 
the first day and the whole absence must be 
covered by medical certificates. 


— You must report to the Council’s Medical Offi- 
cer as soon as you are able to do so. If unable 
to report to the Medical Officer, have private 
medical certificates endorsed ‘unable to 
travel”. 


Payment of Medical Expenses by The Council 


Medical expenses (doctor’s, hospital’s, physio- 
therapist’s fees, etc.) for treatment in respect of 
injuries within the meaning of the Workers’ Com- 
pensation Act sustained at work, during meal or 
other authorised breaks, or while journeying to or 
from work, are paid by the Council in accordance 
with the provisions of the Workers’ Compensation 
Act. 


You should advise the person from whom treat- 
ment is received that the Council carries its own 
Workers’ Compensation insurance and that claims 
for payment should be addressed to the Council. 
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Reimbursement of Medical Expenses 
Paid by Employee 


If you pay the fees for treatment or chemist pur- 
chases, you may recover the expenses from the 
Council on presentation of the relevant receipts. 
Reimbursement is made through your pay docket. 


Reimbursement of Fares by Council 

Accident Leave (Workers’ Compensation) 

If you are absent from work due to injuries covered 
by the provisions of the Workers’ Compensation 
Act, fares incurred in attendance for treatment or 
for visits to the Medical Officer will be reimbursed. 


Claims for such amounts of fares should be made 


on Claim for Travelling Time and Petty Cash (NG. 


1925) and submitted to the Sick and Accident 
Claims Officer. 


Inquiries 

Further information regarding Sick or Accident 
Leave (Workers’ Compensation) or Pay should be 
obtained from: 

— your supervisor 


— the Sick and Accident Section, Room 208, 2nd 
Floor, Sydney County Council Building 


A Time Recorder 


A Safety Officer 
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3. TRAVELLING TIME AND FARES 


Travelling Time Entitlements as Provided by Council’s 
General Awards 


When an employee is required to commence his ordi- 
nary day’s work at a location other than his “Head- 
quarters” and it takes him longer to travel from his 
place of abode to that location than it would to travel 
to his “Headquarters” by public transport then the dif- 
ference in time spent in travelling, and any extra fares 
incurred as a result of such travel, can be claimed. 
Travelling time and fares for the return journey are pay- 
able on the same basis. 


When an employee is required to work overtime at his 
“Headquarters” or at any other location before the or- 
dinary commencing time and this overtime is continu- 
ous with his ordinary days work, and it takes him longer 
to travel from his place of abode to his place of work 
than it would to travel to his ‘Headquarters’, had he 
not been required to work overtime, then the difference 
in time spent in travelling and any extra fares incurred 
as a result of such travel, can be claimed. Travelling 
time and fares for the return journey after working over- 
time subsequent to and continuous with the ordinary 
days work are payable on the same basis. 


When an employee is required to make more than 1 
journey from his place of abode to his place of work 
and return on an ordinary working day, then the actual 
time spent in travelling by public transport, for such 
extra journeys, and any extra fares incurred as a result 
of such travel, can be claimed. 
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When an employee who does not normally work on a 
Saturday, Sunday or Award Holiday is required to work 
on these days, or where a shiftworker is required to 
work on a rostered day “off”, then the actual time 
spent in travelling from his place of abode to his place 
of work and return, by public transport, and any fares 
incurred as a result of such travel, can be claimed. 


Travelling time is paid at ordinary rates for Mondays to 
Saturdays inclusive, and at ordinary rates plus one half 
for Sundays. 


Travelling time for Award Holidays is paid at ordinary 
rates plus one half, except in respect of journeys 
occurring in the period during which an employee 
would have worked had the day not been an Award Holi- 
day, when it is paid at ordinary rates. 


Where an employee is required to report to a pre- 
determined location at a time which is prior to his usual 
commencing time, for the purpose of being transported 
to a work site, or transported from a work site to a 
pre-determined location and the time of return to such 
location is beyond his usual ceasing time, he shall be 
paid travelling time at the appropriate overtime penalty 
rate for the period prior to and/or beyond his usual 
commencing and/or ceasing time. In such cases, the 
time and place where the employee is picked up and 
set down must be shown on the Travelling Time Claim 
Form submitted by the employee. 


Time claimed should be the difference in or actual time 
spent travelling, as applicable. The Timekeeper will 
make the necessary calculation if the employee is 
entitled to time and one half for any given journey. 


It is further to be noted that excess travelling time will 
not be paid for journeys made within normai hours of 
duty on an ordinary working day, unless the employee 
has been granted leave without pay for the period dur- 
ing which the journey is made. 
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Headquarters 


“Headquarters” means any office, workshop, substa- 
tion, store, depot or other place of employment at 
which an employee is regularly required to work, or 
from which his work is directly controlled, and to which 
he has been attached. 


Change of Headquarters 


An employee who has been transferred by direction 
from one headquarters to another headquarters shall 
be deemed to be attached to the new headquarters 
after a period of 6 calendar months from the date of 
such transfer. During such period an employee shall 
be paid any excess travelling time and fares and/or 
expenses incurred. 


Where an employee is transferred by direction from 
one headquarters to another headquarters and the 
time of travel from his place of abode to the new head- 
quarters and return exceeds the time of travel from his 
place of abode to the previous headquarters and return 
by 1 hour or more each way (outside of ordinary work- 
ing hours), the time in excess of such 1 hour each way 
shall continue to be paid after the 6 calendar months 
provided in above; provided that, should such em- 
ployee elect at any time to accept the transfer, the 
payment of such excess time shall cease. 


An employee who has been transferred from one head- 
quarters to another headquarters as a result of having 
applied for and obtained another position, or as a result 
of disciplinary action or, in the case of an Engineer, 
Grade 1, for the purpose of gaining experience, shall 
be deemed to be attached to his new headquarters as 
from the date of taking up the position arising from 
such transfer. 
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Method of Claiming 


Claims for the payment of travelling time and fares must 
be made on the forms provided for the purpose, on the 
first working day after Sunday of each week. The 
claims should include all journeys made from Mondays 
to Sundays inclusive for which travelling time or ex- 
penses were involved. 


The exact travelling time claimed must be stated and 
all relevant details asked for on the claim should be 
given, otherwise the claim may be returned for ad- 
ditional information with consequent delay in payment. 


Method of Calculation 


In calculating the amount of travelling time payable to 
an employee, the Council bases time taken in travel on 
the last suitable public conveyance scheduled to arrive 
at his place of work at starting time and the first suitable 
scheduled public conveyance (where such is reason- 
ably available) available to take him to his place of 
abode after finishing time. 


Employees are required to claim travelling time for 
travel by the most suitable route available. This does 
not mean that an employee must travel by any such 
route, or for that matter by a particular type of public 
transport. He can please himself whether he walks, 
uses private transport, uses public transport on a 
roundabout route, or leaves home much earlier than he 
need do, perhaps to allow for anticipated late running 
of transport. Claims for travelling time will be based on 
the latest or first suitable scheduled public convey- 
ance (where such transport is reasonably available), as 
the case may be, by the most suitable route available, 
or on the actual time taken in travelling when transport 
is by privately owned or Council motor vehicles. 
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Use of Privately Owned or Council Motor Vehicles: 


Where an employee has travelled either wholly or par- 
tially between his place of abode and a work site by a 
privately owned (only when authorised to do so) or 
Council motor vehicle, travelling time payable is com- 
puted on the basis of the actual time taken by private 
or Council vehicle and/or public transport (where such 
is reasonably available) compared with travelling time 
normally incurred to travel to or from his headquarters 
by private or Council vehicle and/or public transport 
(where such is reasonably available) at his ordinary 
commencing and finishing time. 


Where an employee (when authorised to do so) uses 
a privately owned motor vehicle he will be paid the 
appropriate allowance in lieu of excess fares. 


Weekly Tickets 


When an employee is working at any place for such a 
period as would make a weekly ticket the cheapest 
form of travel, he is required to claim on the basis that 
he has purchased such a ticket. Such employees 
should ascertain from their supervisor how long they 
are likely to be required to work at those places where 
weekly tickets could be used. 


In calculating fares it will be assumed that the em- 
ployee has purchased a weekly ticket, if this is the 
cheapest fare available. 


Forwarding of Travelling Time Claims 

Claims for Travelling Time and Fares should be for- 
warded through your supervisor in order to reach the 
timekeeper by Monday of an ordinary pay week. 


Claims received by the Timekeeper later than Tuesday 
might not be included in Wages for the following week. 
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Change of Address 


It is important that when an employee changes his ad- 
dress, he must notify his supervisor as soon as practic- = 
able and forward a change of address memo (CPR3) 3 
through him to the Branch Head. 
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GENERAL INFORMATION 
1. PUBLIC RELATIONS 


Public Relations, in our worklives, is really nothing 
more than an exercise in the application of ‘‘plain old” 
common sense. 


Simply ask yourself how you personally expect to be 
treated by other people, no matter who, or what they 
are, and you will begin to see the point. 


Quite reasonably we all demand to be treated civilly 
and, according to the circumstances, to be given 
proper attention. Nobody enjoys being ignored or 
being given the impression that they are being shoved 
aside, or having to put up with someone who is rude 
or discourteous. If we now think about this from the 
point of view of Council's expectations of us in dealing 
with the public, all the Council really asks of us is that 
we treat the members of the public as we ourselves 
want to be treated. 


None of this is to say that the Management doesn’t re- 
alise that some members of the public can and do ex- 
pect too much and that some members of the public 
are extremely difficult to deal with. However, this 
doesn’t change the fact that Council has an image that 
it must maintain and exchanging insult for insult or 
rudeness for rudeness with a member of the public, de- 
tracts from that image. 


Just remember this, most of us have back-ups such as 
supervisors or workmates and if we find ourselves in a 
difficult ‘situation with a member of the public, such 
people are available to give a helping hand. A polite 
explanation that you need assistance to satisfy an in- 
quiry or complaint is a lot better in the long run than 
becoming involved in a confrontation that can only lead 
to unpleasantness all round. The trick is to use your 


58. 


brains and not let your emotions take control. A form 
of stepping back as suggested above (if only because 
of the opportunity it gives to “count to 10”), helps to 
do just this. 


2. STAFF TRAINING AND EDUCATION 


As a career service, Council is concerned in develop- 
ing the skills and talents of its employees so that when 
vacancies in the organisation occur, they can be 
readily filled by experienced, qualified employees. 


To help employees gain the necessary experience and 
qualifications to progress in their particular field, Coun- 
cil has a Staff Training and Education Section. This 
Section runs a number of “internal” training courses 
which cover a variety of topics. This Section also as- 
sists and advises employees who undertake courses of 
study at Universities, Colleges of Advanced Education 
and Technical Colleges. 


(a) Internal Training Courses 
Basic Supervision Course (2 days duration) 


This course, designed for supervisors and poten- 
tial supervisors, identifies and examines a number 
of supervisory principles. 


These principles are presented using a human re- 
lations approach. Specifically, the course looks at 
“people problems” that confront a supervisor and 
how these problems can be better resolved. 


Principles of Instruction Course (5 days duration) 
This course provides employees with an under- 


standing of the learning and instructional prin- 
ciples involved in effective training. 
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Participants are required to give two training 
sessions where they are expected to incorporate 
in their sessions the training principles they have 
been taught during the course. 


Clerk Instructors’ Course (3 days duration) 


This course is directed at clerical instructors only. 
It provides course members with a training ap- 
proach oriented towards a ‘1 to 1” training basis. 


All employees undertaking the Basic Supervision, 
Principles of Instruction and the Clerk Instructors’ 
courses will have their performance in each 
course rated. Each rating will be discussed with 
the individual concerned and then forwarded to 
the employee’s Branch Head and finally to the em- 
ployee’s Personal History File. 


Information Discussion Series (11 sessions of 3% 
hours duration spread over 5% weeks.) 


This series of discussions is aimed at those em- 
ployees who have been restricted in their time in 
the Council to working in one or two branches 
only. 


The discussions attempt to update the employee’s 
knowledge of what is happening in the various 
branches and of the changes that have occurred 
which have affected the Council’s organisation in 
recent years. 


Secretary/Receptionist Course (1 days duration) 
This course aims to acquaint participants with the 


requirements of a Secretary-Receptionist’s posi- 
tion. ; 
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(b) 


Clerical Lectures (24, % day sessions over 24 
weeks) 


This course is designed to instruct clerical officers 
in the skills, knowledge and attitudes related to 
Council's Organisation, Financial and Supervisory 
practices. Associated with the Supervision seg- 
ment is a component concerned with letter and 
report writing. 


The course is examinable in the three areas men- 
tioned above. 


Further enquiries concerning details of any of the 
courses mentioned above should be directed to 
the Staff Training and Education Officer. 


Staff Education Incentive Scheme 


Employees are encouraged to undertake courses 
of study that will be of benefit to them in the Coun- 
cil, provided that the course meets a need of Coun- 
cil. 


Under the Staff Education Incentive Scheme, em- 
ployees studying selected part-time courses are 
entitled to claim, as applicable, a refund of course 
fees and a contribution toward the cost of text 
books as they successfully complete each stage of 
a course. 


A circular is sent around every year to remind 
everyone of this Scheme. It includes a list of the 
Degree, Diploma and Certificate Courses that 
Council considers worthwhile for its staff members 
to undertake. 


Courses of Study 


At this time courses covered by the Scheme 
include: 


i 
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Degree and Diploma courses (Professional 
Courses) which have a technical or business appli- 
cation to the Council's service; for example, 
Accounting, Management, Personnel Administra- 
tion, Industrial Relations, Electrical Engineering 
and Mechanical Engineering. 


Certificate courses include: 


Higher School Certificate (or its equivalent) 
Accounting 

Commerce 

Management 

Industrial Relations 

Personnel Administration 

Safety Administration 

Supervision 

Home Economics 

Chemistry 

Architectural Drafting 

Automotive Engineering 

Electrical Engineering 

Electronics and Communications 

Land and Engineering Survey Drafting 
Surveying 

Mechanical Engineering 

Structural Engineering 

Production Engineering 

Enrolment in some of these courses will be permit- 


ted only after specific approval by the Staff and 
Administration Officer. 
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A number of Special Courses are included in the 
annual circular. Generally, these apply to persons 
in specialist positions. This list also includes Post 
Trade Courses, Post Certificate and Post Graduate 
Courses in Electrical and Mechanical Engineering; 
for which approval must be obtained from senior 
officers. 


Applications to undertake courses not listed in the 
circular must be approved by the Principal Execu- 
tive Officer—Administration. 


Enrolment in the Scheme 


To participate in the Scheme and become entitled 
to reclaim costs, application must be made 
through your Branch Head to the Staff Training 
and Education Officer. The form to be used is an 
“Application For Approval to Enrol In An Approved 
Course of Study” (STEO 1). The Branch Head 
must indicate whether he considers that it is or is 
not in the Council’s interest for the applicant to 
undertake and complete the course. Form STEO 
1 must be submitted before enrolment each year 
or semester during the course. 


Fees are to be paid and books purchased initially 
by the employee. 


Reimbursement 


When a stage of the course has been successfully 
completed, application for reimbursement should 
be made on the ‘‘Form of Claim of Payment’ 
(STEO 44), immediately after the examination re- 
sults are known. The form must be accompanied 
by a copy of the official examination results and 
receipts for course fees and text books. 


i 


‘a 


‘a 


ro 


63. 


In cases where there is no examination, or where 
someone is not required to pass the examination 
set, refunds will be made subject to the approval 
of the Principal Executive Officer—Administration. 


Reimbursements will be made on the employee's 
weekly pay docket. 


No reimbursements will be made for fees paid as 
a result of failure to pass any subject, or fees due 
to late payment. 


The Staff Training and Education Officer should be 
informed of examination results at the end of every 
semester, whether you are entitled to reimburse- 
ment or not, before re-enrolment will be approved. 


Caiculation of Reimbursement 


Amounts to be reimbursed are calculated as 
follows: 


Course fees, if any; plus a contribution towards the 
cost of text books based on course hours per week 
less the hours attended during time off with pay to 
a maximum of 3 hours, currently at the rate of 
$16.00 per hour for Degree and Diploma Courses, 
and $11.00 per hour for Certificate Courses. 


Special Leave—Examinations 


Special Leave with pay will be granted to enable 
attendance at final examinations. This leave may 
include a period to cover reasonable travelling 
time to and/or from the examination centre. Where 
travelling time is considered excessive, it will be 
without pay. 
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When special leave with pay has been granted for 
a particular subject, and a failure is recorded, any 
further leave for this subject will be without pay. 
This rule may be altered in unusual circumstances. 


The Special Leave Form (AB.1) should state the 
date and times for the examination, the leave re- 
quired, your working location, method of trans- 
port, location of examination centre and the 
examination subject. 


Special Leave to attend Lectures 


Under certain conditions, Special Leave with pay 
to attend lectures during working hours may be 
granted. 


Application should be made through your Branch 
Head on the form “Application for Special Leave 
to attend Lectures in an Approved Course of 
Study” (STEO 2A ). 


Before enrolling in day-time classes, you should 
ensure that the attendance hours or class require- 
ments for the course you are undertaking entitles 
you to make application to attend a class during 
working hours. 


Generally, the conditions for leave are these: 


You must be attempting a standard part-time pro- 
gramme as Set out in the regulations of the Univer- 
sity or College concerned. 


Special leave with pay up to a % day per week may 
be granted to: 


employees doing Certificate Courses who at- 
tend compulsory classes for more than 9 hours 
per week; 
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— Degree or Diploma students whose compulsory 
attendance is 9 hours or more per week. 


In cases where required attendance is 12 hours or 
more per week for persons attempting Degree 
courses, and the subject timetable is such that the 
course cannot be programmed within this limit, an 
additional % day may be granted. 


Where the weekly attendance is less than the times 
stipulated above but timetable arrangements de- 
mand enrolment in a day-time class, you should 
apply to the Staff Training and Education Officer 
on form STEO 2A, stating all necessary infor- 
mation. 


Please address all enquiries about the Staff Edu- 
cation Incentive Scheme to the Staff Training and 
Education Officer. 


Trainee Scheme 


Your attention is drawn to the existence of the 
Trainee Scheme which is designed to contribute 
toward satisfying Council’s future needs for appro- 
priate professionally qualified staff in the electrical 
engineering, commercial and administrative fields 
within the service. 


Traineeships are advertised within the service in 
the usual manner as the need arises. 


In order to be considered for appointment as a 
Trainee, an employee must be attempting a De- 
gree or Diploma course which is appropriate to the 
Council’s activities and must at the time of making 
application for appointment have successfully 
completed at least 2 years part-time study in his or 
her course. 
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From time to time applications may be invited from 
employees for the position of Trainee Technical 
Officer (Electrical). An employee would need to 
have completed the Higher School Certificate with 
at least 2 Units of study in English, Mathematics 
and Science (Physics). 


3. SAFETY 


The Management is vitally concerned for your health, 
safety and general well-being. This applies not only 
with safety at work but with safety 24 hours a day. Man- 
agement wants safe people not just safe workers. Most 
accidents lessen the quality of a victim’s life. 


Accidents occur at home, at sport, on the road, during 
various outings and at work. The results are a familiar 
experience in our lives. 


We participate in a wide range of activities during our 
lives and we often seek enjoyment with little regard for 
the risks involved. The well-known slogan “Life be in 
it”, indicates the accepted Australian way of life. 


We all have a need to work and we must consider our 
role in safety at work. Each of us must give safety a high 
priority in all work situations whether a new employee 
or senior officer. 


Unfortunately, accidents still happen and human fail- 
ings are involved. To say that accidents occur due to 
the lack of old-fashioned common sense is perhaps an 
over-simplification. Accident statistics show that a 
large proportion of injuries occur because of human 
failings; people often act without proper thought or 
consideration of what is involved. 
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Most accidents happen with routine tasks: the “She'll 
be right, mate” attitude can be disastrous. Manage- 
ment endeavours to design work that is interesting but 
there will always be some monotonous or repetitive 
tasks. This is a “fact of life’ but we must remember that 
all Council work provides a community service. Famili- 
arity may result in temporary lapses of concentration 
even with interesting work. In addition, personal prob- 
lems cause a lack of concentration on the job. 


The effect of a seriously ill child on the safety perform- 
ance of a worker is well known. Whatever the distrac- 
tion, all employees need to adopt a responsible attitude 
to safety. 


Council aims to reduce the incidence of injuries and 
provides supervisors and workers alike with assistance 
in safety matters. The Safety Section provides special- 
ised investigation and advice on safety and occu- 
pational health matters, and safety training for 
supervisors and instructors. 


Responsibility in injury prevention rests with both the 
employer and the employee alike. Safety requires the 
complete involvement of all workers, supervisors and 
Management. 


Council has developed one of the best and safest sys- 
tems in the world for electricity supply. Engineering, 
staff training and safety procedures combine in an en- 
deavour to prevent employees, and members of the 
public, from suffering injuries. Safety is achieved by 
careful planning, competent training, skilful design and 
good supervision. 


Often serious or even fatal injuries can result from 
“short cut’” methods which disregard safety pro- 
cedures. This is a constant problem. Is the risk of 
human suffering or loss worth the small benefit to be 
gained? Safe working conditions and training are use- 
less if ignored. 
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Personal protective equipment of the highest quality is 
available to all employees wherever the work situation 
requires its use. Such equipment provides protection 
only if used, and worn correctly! 


The practice by some employees to wear protective 
equipment only while supervisors or Safety Officers are 
present is irresponsible and foolhardy. It places the in- 
dividual at personal risk. 


When a serious accident happens to a fellow em- 
ployee, a deep sense of personal sadness is felt by the 
employee’s supervisor, workmates and management 
alike. The Council aims at ensuring that its employees 
return home safely each day. 


If you are about to do a job, before you take risks or 
“short cuts” ask yourself one question. Do your family 
and loved ones want to see you safely home tonight? 
If you are concerned about safety matters on the job, 
talk to your supervisor about them. Supervisors have 
the experience to be able to give you sound advice. 


Become aware of your safety responsibilities, and 
when attending training sessions get involved and 
learn what you can—it may save a life. Recently an em- 
ployee applied newly acquired knowledge of resusci- 
tation to save the life of his young son. 


Accident prevention has many facets and is a special- 
ised management function. Council endeavours to 
keep its specialists up to date with current knowledge 
in a rapidly expanding environment. However, success 
can be achieved only with support in all situations. The 
right attitude to safety by all concerned is essential to 
minimise human suffering and unnecessary cost to 
everyone. 
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Purchase of Safety Boots 


The Council makes available, through its Safety Foot- 
wear Scheme, sturdy footwear (i.e., shoes and boots) 
which may be purchased by certain employees. Be- 
sides being durable, this footwear incorporates a steel 
reinforced toe cap. 


Employees who are issued with safety footwear are 
eligible to purchase 1 pair of comparable subsidised 
footwear per year. Other employees who have a work 
requirement may purchase 2 pairs of safety footwear, 
either boots or shoes, or 1 pair of each per year or as 
otherwise determined by the Safety Supervisor. In 
these circumstances the cost to the employee is also 
subsidised by the Council. 


Application forms for the purchase of Safety Footwear 
have been included at the back of this handbook. 


4. CREDIT UNION 


A credit union is a legally constituted savings co- 
operative which serves a common interest group and 
enables the member/owners to lend money to each 
other and, through co-operation, improve each other’s 
financial well-being. 


The main factors distinguishing credit unions from 
other financial organisations have, in essence, re- 
mained unchanged throughout their hundred-year his- 
tory. They are essentially consumer-orientated 
organisations aimed at providing a safe place for mem- 
bers’ savings while generating self-enterprise through 
a co-operative effort. 


While other financial organisations deal with savers 
and borrowers who share no further relationship, the 
credit union’s savers and borrowers are its share- 
holders. Each member, regardless of the extent of his 
financial involvement, is entitled to an equal vote in di- 
recting the credit union’s affairs. 


70. 


Credit Unions are governed by Boards of Directors, 
who serve in a voluntary capacity and are elected by 
and from the member/owners. (See chart on page 72.) 


The careful maintenance of these concepts of 
mutuality ensures that credit unions remain as they 
always have been, responsive to the needs and wishes 
of the people they serve—their member/owners. 


The objectives of our credit union are: 


— Toraise funds from and to make loans to our mem- 
bers; 


— To provide reasonable rates of interest for 
member/owners on savings, investments and 
loans; 


— To provide financial counselling and advice, and 
encourage habits of thrift. 


In this way they encourage effective money manage- 
ment and promote economic independence and sound 
financial principles. 


The basic philosophy of the credit union is to provide 
reasonable and acceptable finance to its members, 
many of whom were previously, and indeed still are, de- 
nied access to more traditional sources of finance. 


Credit unions have reversed the established financial 
profit criterion, by placing their members’ needs first. 


All credit unions are required by law to be registered 
under the Credit Union Act, and Registry Inspectors 
regularly examine each credit union’s activities. In 
addition an independent auditor elected by the mem- 
bers verifies all records to ensure that members’ 
savings are safe. Each credit union is required to be a 
member of the Savings Reserve Fund which has been 
established by the New South Wales State Government 
to protect members’ funds. 
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For more information contact any of the offices or see 
the representative in your area—your workmates will 
know who to contact. 


Regular information is displayed on notice boards 
through a bulletin entitled “Dollar Digest’, and a news 
sheet called ‘‘County Cash” is distributed to members 
quarterly with an itemised statement. 


“CL 


OWNER/MEMBERS 


EXTERNAL AUDITORS BOARD OF DIRECTORS INTERNAL AUDITORS 


CREDIT UNION STAFF 
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5. SPORTS AND SOCIAL LEAGUE 


The League is an employees’ club and is run by a Board 
of Management elected by its members. The Patron of 
this club is the General Manager. 


The League co-ordinates and develops sports and 
social activities in the Council. To belong to this club 
requires a weekly payment of 20 cents. This amount is 
deducted from your pay once you have made applica- 
tion to join. If you wish to join, all you need to do is to 
fill out and forward the application form at the back of 
this handbook. 


Headquarters for the club is 499 Kent Street, Sydney, 
which contains a clubroom, office and a shop which 
sells a wide range of goods at discounted prices. For 
those members who are unable to visit the shop, a num- 
ber of the Area Establishments have a display counter 
which contains a sample of the items that can be pur- 
chased from the League. 


Welfare Fund 


The League also runs a Welfare Fund, which was set 
up to help those employees who experience hardship 
through sustained illness or other causes. To belong 
to this Fund you must be a member of the Sports and 
Social League. The cost of belonging to the Fund is 
payment of 10 cents a week. Once again this amount 
is deducted from your pay when you are a member. 
You will find an application form at the back of this 
handbook. 


6. SUGGESTIONS SCHEME 
The Council welcomes suggestions from employees 


and on many occasions makes financial awards for 
suggestions adopted. 
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An employee who has a suggestion that would assist 
the more efficient working of the Undertaking should 
submit it in writing, together with any supporting 
material such as sketches, plans, etc., to: 


The Secretary, 

The Suggestions Board, 

Computer Services Branch, 

The Sydney County Council Building. 


Some areas in which suggestions would be welcome 
for consideration are: 


— improving processes or methods of operation; 
— preventing waste of time or material; 


— reducing the risk of accidents to employees or the 
public; 


— adding to the safe-working of the Council's em- 
ployees or plant; 


— improving working conditions; 


— making the Council’s service to the public better 
by improving the continuity of supply of electricity; 


— improving equipment such as tools, jigs, fixtures, 
etc.; 


— improving clerical and office processes. 
A booklet setting out details of this Scheme is available 


to all employees on request from the Secretary of the 
Suggestions Board. 
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7. USE OF TELEPHONES 


The telephone has many advantages and if used cor- 
rectly can be an enormous asset in your job. One major 
disadvantage however, is that it is not face to face 
communication. We therefore have to be especially 
careful in what we say, how we Say it and the tone of 
our voice. Otherwise the person at the other end, who 
may be a customer, might get the wrong impression. 
Remember, when speaking on the telephone, be cour- 
teous at all times. 


Telephone Techniques 

Position of the Telephone 

— Your telephone should be within easy reach. 
— Paper and pencil should be readily available. 


— The mouthpiece of the telephone should be held 
3 cm or so from the lips. 


Answering the Telephone 
— Answer the telephone promptly. 


— Give your own telephone number, the name of 
your Section and your name. 


— Give the caller a chance to speak. 


— When you have obtained the caller’s name, use it 
in the conversation. 


— Letthe caller know you are listening by making use 
of such phrases as “Yes, | see’, “I understand”’. 


— If you are taking a message for another person, 
take down the basic details correctly, i.e., the 
caller’s name, his Section and telephone number. 
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Interruptions 


— If you have to interrupt your conversation for any 
reason, apologise to the caller and ask if he would 
not mind waiting. 


— If you talk to someone else in the office during the 
conversation, remember to always cover the 
mouthpiece. 


— If it is necessary to leave the caller for a lengthy 
period, ask if you can call back. inal 
wd 


Transferring Calls 
— When transferring calls, use the procedure listed 


on pages 6 and 7 of the S.C.C. Private Telephone 
Directory. 


— Always ensure when you transfer a call that you 
make it to the correct Extension. 


Disconnected Calls 

— Withincoming calls, wait for the caller to ring back. a3 

— With outgoing calls, always telephone again im- . 
mediately. al 


Making Telephone Calls 


— Have an up-to-date list of the telephone numbers 
you use most frequently. 


— Once you have been put through to the correct i 
Extension, let the party introduce himself—never a 
assume that the person who actually answers the 
telephone is the person you want. 


— Introduce yourself and the subject of your call. To 
help you know what you want to say it may be help- 
ful to prepare notes in advance. 
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8. NOTICE BOARDS 


Notice Boards are placed at strategic points so that em- 
ployees will have quick and easy access to information 
such as job advertisements, staff circulars, etc. Your 
supervisor can tell you the location of the nearest no- 
tice board. It is in your own interest to read the notices 
that are posted on the board. 


9. STAFF MAGAZINE 


The staff magazine ‘“‘Power Points” keeps employees 
in touch with the various activities within the Council. 
The Public Relations Section (Senior Publicity Assist- 
ant) is always pleased to receive articles or items of 
news about employees. 
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INDEX 


Absence 
— repeated, 
— reporting of, 


Accepting Money or Gifts 


Accident Leave 

— application for, 

— medical treatment, 

— payment of, 

— payment of medical expenses 
by Council, 

— reimbursement of fares, 

— reimbursement of medical 
expenses paid by employee, 

— reporting of injury, 


Annual Leave 

— application for, 

— before due date, 

— entitlements, 

— inrelation to sick and 
accident leave, 

— loading, 

— sick on, 


Attending Lectures—Special Leave 
Award Holidays 


Awards 
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Behaviour While At Work 
Blood Donation 
Compassionate Leave 


Conditions of Employment 

— accepting money or gifts, 

— behaviour while at work, 

— dress requirements for office 
workers, 

employment records, 

job circulars, 

leaving your workplace, 

lateness, forms to be used, 

obligations as an employee, 

performing duties as directed, 

probationary period and 
confirmation of appointment, 

punctuality, 

starting and finishing work, 

reporting of absence, 

union membership, 

wearing of issued clothes and 
the use of tools, 

wet weather rules, 


Confirmation of Appointment 


Constitution of The Sydney County 
Council 
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Courses, Internal Training 

basic supervision course, 
Clerical lectures, 

clerk instructors course, 
information discussion series, 
principles of instruction course, 
secretary receptionist course, 


Courses, External Study 


Credit Union 


Deductions From Pay 
Discharge 
Dismissal 


Dress Requirements 
— female office workers, 
— male office workers, 


Employment Records 


Enrolment In Staff Education 
Incentive Scheme 


Entitlements 

— holiday and leave, 

maternity leave, 

sick and accident leave and pay, 
special leave, 

— travelling time and fares, 
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PAGE NO. 
History of The Sydney County Council 2 
Holiday and Leave Entitlements 26-29 


Information To Be Given To New Employees 17-18 


Internal Training Courses 58-60 
Job Circulars 16-17 
Jury Service 33 
Lateness 
— forms to be used, 9-10 
Leave With Difference In Pay 
— jury service, 33 
— military training, 33 
Leave With Pay 
— compassionate reasons, 32-33 
— death and funeral, 32 
— donating blood, 32 
— medical reasons, 32 
Leave Without Pay 33 
Leaving Workplace 11 
Loading—Annual Leave 28 
Long Service Leave 
— entitlements, 29 
— inrelation to sick and 

accident leave, 39 
— sick on, 29 
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PAGE NO. 
Loss Or Damage Of Clothes Or Tools 11 
Maternity Leave 34 
Medical Officer’s Hours 37 
Military Training 33 
Notice Boards 77 
Obligations Of Employees 8-12 
Organisation Of The Sydney County Council 3- 9 
Payment of Untaken Sick Leave 21 
Payment of Wages 18-20 
— deductions from pay, 19-20 
Performing Duties as Directed 12 
Picnic Day 26 
Probationary Period and Confirmation 
Of Appointment 12-13 
Public Relations 57-58 
Punctuality 9 
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Resignation 
Retirement 


Rules—Wet Weather 


Sydney County Council 
— constitution of, 

— history of, 

— organisation of, 


Safety 


Safety Boots 
— purchase of, 


Sick and Accident Leave and Pay 

— definition of, 

— employees taken ill or injured 

at work, 

— infectious disease, 

— inquiries, 

— inrelation to annual leave and 
long service leave, 

medical certificates covering 
absences, 

medical officer’s hours, 

procedures when absent, 

recovery of expenses, 

reporting to medical officer, 

statements required concerning 
injuries away from work, 
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Sick Leave 


application for, 
benefits of, 


reimbursement of fares by Council, 


restrictions on, 

right of appeal, 

types of claims, 

while on annual leave or 
long service leave, 


Special Leave 


blood donation, 
compassionate reasons, 
death or funeral, 
examinations, 
forms to be used, 
general information, 
jury service, 

leave with pay, 
leave without pay, 
medical reasons, 
military training, 

to attend lectures, 


Sports & Social League 


general information, 
welfare fund, 


Sporting Injuries 


Staff Education Incentive Scheme 


calculation of reimbursement, 
courses of study, 

enrolment in scheme, 
reimbursement, 

special leave—examinations, 
special leave—to attend lectures, 


Staff Magazine 
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Staff Training & Education 

— internal training courses, 

— staff education incentive scheme, 
— trainee scheme, 


Starting & Finishing Work 
Suggestions Scheme 
Superannuation 


Supervisor—Information to be Given 
to New Employees 


Telephones 
— techniques, 
— use of, 


Termination of Service 

— dismissal and discharge, 
— resignation, 

— retirement, 

— superannuation, 


Time Register Procedures 
Traffic Accidents 
Trainee Scheme 


Travelling Time and Fares 

— change of address, 

change of headquarters, 

entitlements, 

forwarding of travelling time 
claims, 
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Travelling Time and Fares (Cont'd) 

— headquarters, 

method of calculation, 

method of claiming, 

use of privately owned or 
Council motor vehicle, 

— weekly tickets, 


Union Membership 
Wages 

— payment of, 

— deductions from, 


Wearing of issued Clothes and the use 
of Tools 


Welfare Fund 
Wet Weather Rules 
Work Attendance Patterns 


Workers’ Compensation 
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SAFETY FOOTWEAR SCHEME APPENDIX 1 


APPLICATION TO PURCHASE SAFETY SHOES 


TO: SAFETY SUPERVISOR 


Name of employee: Ext. No. 
(in block letters) 
Pay No.: 
Grade/Classification: Branch: 
Service No.: 
Location: Section: 


I wish to purchase a pair of approved safety shoes through the Council's subsidised Safety 
Footwear Scheme. The shoes are for my own use and I understand that they are made available 
to me on condition that I will wear them at work. See Over Re Policy. 

Employee to complete both Part A and Part B. 


Signature of Employee: Date: 


(For Office Use Only) 
Date received by Safety Supervisor: 


Number of Out-of-Store Order for supply of safety shoes issued: 


Date request for deductions from employee's pay to commence: Week Ending: 
Amount of deduction per week weeks. 


Date request for deduction from employee's pay forwarded to Payroll Clerk: 


REQUEST FOR DEDUCTION FROM PAY 


PURCHASE OF SAFETY SHOES 


TO: SAFETY SUPERVISOR/COMPUTER SERVICES BRANCH (PC - D P) 


Name of employee: Pay No.: 


Grade: Branch: Service No.: 

In connection with my application (attached) to purchase one pair of safety shoes, would you 
Please make deduction/s from my pay as shown below and deduct any balance owing upon my 
termination of service from my final pay. 


(a) Deduct $0.50 per week for 13 weeks) Cross out alternative (a) or 
(b) Make one deduction of $6.50 ) (b) not required 


Signature of Employee: Date: 


(For Office Use Only) 


Out of Store Order No. for the Pay No.: 


supply of safety shoes was issued on Service No.: 


Please make deductions commencing week ending 


Allocation Code No. 10/1/15. Job No. 9360 


The above application to purchase a pair of safety shoes is APPROVED/NOT APPROVED. 


SAFETY SUPERVISOR 
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APPENDIX 2 


SAFETY FOOTWEAR SCHEME 
APPLICATION TO PURCHASE SAFETY BOOTS | Part A] 


To: SAFETY SUPERVISOR 


Name of employee: Ext. No.: 
(in block letters) 


Pay No.: 


Grade/Classification: Branch: 


Service No.: 
Location: Section: 


I wish to purchase a pair of approved safety boots through the Council's subsidised 
Safety Footwear Scheme. The boots are for my own use and I understand that they are 
made available to me on condition that I will wear them at work. See Over Re Policy. 
Employee to complete both Part A and Part B. 


Signature of Employee: Date: 


(For Office Use Only) 
Date received by Safety Supervisor: 


Number of Out-of-Store Order for supply of safety boots issued: 
Date request for deductions from employee's pay to commence: Week ending: 
Amount of deduction per week weeks. 
Date request for deduction from employee's pay forwarded to Payroll Clerk: 


REQUEST FOR DEDUCTION FROM PAY 


PURCHASE OF SAFETY BOOTS [Part B | 
TO: SAFETY SUPERVISOR/COMPUTER SERVICES BRANCH (P C - D P) 


Name of employee: 


Pay No.: 


Grade: Branch: Service No.: 

In connection with my application (attached) to purchase one pair of safety boots, would 
you please made deduction/s from my pay as shown below and deduct any balance owing upon 
my termination of service from my final pay. 


(a) Deduct $0.40 per week for 13 weeks) Cross out alternative (a) 
(b) Make one deduction of $5.20 ) or (b) not required. 


Signature of Employee: Date: 


(For Office Use Only) 
Out of Store Order No. for the 


supply of safety boots was issued on 
Please make deductions commencing week_ending 


Allocation Code No. 10/1/15. Job No. 9360 


The above application to purchase a pair of safety boots is APPROVED/NOT APPROVED 


SAFETY SUPERVISOR 
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APPENDIX 3 


THE SYDNEY COUNTY COUNCIL SPORTS AND SOCIAL LEAGUE 


The Secretary, 
The Sports & Social League. 
I hereby make application to join the S.C.C. Sports and Social League. 
If you are interested in any of the following please contact the Sports and Social 
office for the appropriate contact. 


1. Basketball 6. Cricket ll. Soccer 
2. Bowls 7. dudo 12. Volleyball 
3. Golf 8. Rugby League 13. Philatelic 
4. Table tennis 9. Skiing 14. Touch Football 
.5. Camera Club 10. Fitness 
SERVICE NO. SURNAME CHRISTIAN NAMES SIGNATURE 
ADDRESS P/CODE BRANCH SECTION GRADE 
SSocsooceocsnt Ses SSSSDaSHSSSsSsssssSsssssesssSsSssSssssscss=SS2oeBtAsesfS2SS2Sn22ee2222SSS=S2S222222252522 


(PLEASE DO NOT DETACH) 


THE SYDNEY COUNTY COUNCIL SPORTS AND SOCIAL LEAGUE 


The Treasurer, 
THE SYDNEY COUNTY COUNCIL. 

I hereby authorise you, until further notice, to deduct from any wages, 
allowances, or other moneys payable to me by the Council, the sum of 20¢ per week and 
pay such sum to the S.C.C. Sports and Social League. 

This authority shall be deemed to remain in force and effect until written 
notice of revication thereof shall be given by me to the Council. 

Should the amount of the subscription be altered in accordance with the 
constitution of the League then this authority shall extend to and cover the altered 
contribution. 

The receipt of the proper officer of the League shall be sufficient 
discharge to the Council for the payment of any amount so deducted by you. 


FOR OFFICE USE ONLY 


SsSSsSSsSsS Ses esses ReesseseSeSsssecsetsfssresseseecsee 


SURNAME CHRISTIAN NAMES 
Pay No. 
Service No. 
PAY NO. SERVICE NO. Name. 
Code. 24 
“SIGNATURE WITNESS TO SIGNATURE | Amount. 20¢ 
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APPENDIX 4 


THE SYDNEY COUNTY COUNCIL SPORTS & SOCIAL 
LEAGUE WELFARE FUND 


The Secretary, FOR OFFICE USE ONLY 
The Sports & Social League, 5S. & S.L. 
WELFARE FUND. 

APPN. 


I hereby apply for membership of the Sports and 
Social League Welfare Fund in accordance with the rules. ———S 
DEDS. W.E. 
I am a Financial Member of the S.C.C. Sports and 


Social League. 


ATTENTION IS DRAWN TO THE FACT THAT SICKNESS BENEFITS ARE NOT 
AVAILABLE UNTIL SIX MONTHS CONTINUOUS MEMBERSHIP HAS BEEN COMPLETED. 


(Service No.) (Surname) (Christian Names) 
(Address) (Branch) 
(Grade) (Pay No.) (Signature) 


(PLEASE DO NOT DETACH) 


The Treasurer, 
THE SYDNEY COUNTY COUNCIL 


I hereby authorise you, until further notice, to deduct from my wages, allowances, 
or other moneys payable to me by the Council the sum of 10¢ per week and pay such sum 
to the &.C.C. Sports and Social League WELFARE FUND. 


This authority shall be deemed to remain in force and effect until written notice 
of revocation thereof shall be given by me to the Council. 


Should the amount of the subscription be altered in accordance with the 
constitution of the Fund then this authority shall extend to and cover the altered 
contribution. 


The receipt of the proper office of the FUND shall be sufficient discharge to the 
Council for the payment of any amount so deducted by you. 


FOR OFFICE USE ONLY 


(Surname) (Christian Names) Pay No. 


Service No. 
Name 

Code 32 
Amount 10¢ 


(Pay No.) 
(Service No.) 


ES 


(Signature) (Witness to Signature) 
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